
EMBEDDING METADATA INTO AN MS OFFICE FILE
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1. OPEN YOUR FILE IN A MS OFFICE PROGRAMME, SUCH AS MS WORD

Fig. 1 Screenshot of the ‘MS Word' programme at start-up

2. CLICK ON THE ‘FILE’ OPTION, IN THE TOP LEFT-HAND MENU

Fig. 2 Screenshot of the ‘MS Word' programme - 'File' option

3. CLICKING THE ‘FILE’ OPTION WILL LAUNCH THE ‘INFO’ VIEW



Fig. 3 Screenshot of the ‘MS Word' programme - ‘Info’ view under the ‘File’ option

4. UNDER THE ‘PROPERTIES’ INFORMATION ON THE ‘INFO’ VIEW, INPUT THE
FOLLOWING INFORMATION:
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